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� Collect competencies from employees & validate the data

� Why are we doing this?
�Knowing employee competencies provides greater workforce flexibility for the 

Agency

�Provides insight to professional communities/functional offices to better 
understand the expertise in the agency in their field of interest. And provides a 
process to influence the composition of that expertise.

�Stakeholders expressed desire for “validated” data

�Provides greater level of detail for succession planning

�Helps align employee development efforts with agency needs & priorities
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� Action
� Employees are to identify, or validate, their personal set of competencies

� Employees are encouraged to identify levels of expertise

� Employee are “complete” with action when:
� Employees log into the system, review their portfolio, click “validate” button

� Employees log into the system, review their portfolio, and make adjustments

� If employees have previously logged into the system and have made 
adjustments (business rule to grandfather past efforts) 

� The System/Process will:
� Report on status towards completion of action. (see accountability section)

� For those employees that have not previously logged into the system, we will 
initialize the employee’s competencies to match the set of competencies in their 
current position. 
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� Action
� Managers are to review and validate employee/competencies at Tier 3 & 4

� Managers are to identify a level of expertise for employee/competencies at Tier 0

� Managers are “complete” with action when:
� All competencies at Tier level 3 or 4 for all of their employees have been 

validated

� They have identified a level of proficiency for all competencies at Tier level 0 for 
all of their employees,

� The System/Process will:
� Report on status towards completion of action. (see accountability section)
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� 2 types of Tier Ratings
�Employee Self-Rating
�Validated Rating

� Validation Method

�System Adjusted
�Manager Assigned
�Employee Self Validated
�Manager Validated
�Peer Validated
�Functional Office
�BOARD Certified

� Validation Date

Less 

More 

Degree of rigor 
in the process 
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� Tier 1 & 2
For employees that have selected Tier 1 or 2: 

� The system will automatically copy the employee self-rating to the validated rating
� The system will assign “employee self-validated” as the validation method

� Tier 3 & 4
� The manager competency review

� The manager will review all competencies where the employee self identified themselves as Tier 3 or 4.
� The manager will discuss with the employee their applied knowledge of the competency to help ascertain their level of expertise
� The manager will compare the past and current activities of the employee against the standard tier indicators
� The manager can consult with peers and/or known subject matter experts within that professional community to help with the evaluation

� The manager then takes the following actions:
� Manager AGREES with the employee self assessment

� Supervisor selects the employee & competency being reviewed and clicks the “Validate” button
� The system records the tier level, “manager validated” method, and the date

� Manager DISAGREES with the employee self assessment
� Supervisor checks which indicator(s) were not meet
� Supervisor enters rationale/area to improve (optional)
� Supervisor enters a new tier level
� Supervisor clicks “validate” button
� The system records the tier level, “manager validated” method, and the date

� Tier 0
For employees that did not selected a level of proficiency:

� The manager will review all competencies where the employee did not identify a level of proficiency
� The manager will discuss with the employee their applied knowledge of the competency to help ascertain their level of expertise
� The manager will compare the past and current activities of the employee against the standard tier indicators

� Supervisor will enter the appropriate tier level
� Supervisor clicks “validate” button
� The system records the tier level, “manager assigned” method, and the date
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1. All validations/actions will be logged and displayed to the user.

2. The manager can review an employee’s competencies and submit a new 
validated rating at anytime.

3. The last validated rating will supersede all previous “validated” ratings.

4. Employee Self-Ratings cannot be changed except by the employee 
themselves. The employee can change their self-rating at anytime.

5. If an employee changes their self-rating, the validated rating will not change. 
exception : unless the current validation method is “employee self-certified” and the employee self-rating is 
tier 1 or tier 2. (reference rule under the validation process)

6. The employee/manager should review the employee’s competency portfolio at 
least once a year and make adjustments as needed.
note: It is allowed, but not necessary for the manager to re-validate tier levels 3 & 4 each year

7. Tier 4 should be re-validated every 5 years.
In order to try and maintain a current list of subject matter experts, if an employee has a validated rating of 
tier 4 and the validation date is greater than 5 years, the system will automatically change the validated tier 
rating back to level 3 and post “System Adjusted : Tier 4 validation out of date” as the validation method.



�� �� !� �� � �	 
 �� �� �
 � � � � � �� 
� � � � �� �� 
� �� ��� � �� 	 � �� 	 
 � � � � � � 
 � ��
�

�� � �

!��
����
�	���
����	�����"

� Expert Locator

� Employee Development
� Managers/Employees can use tiers as a guide to see “gaps” and to

help generate an IDP to address and close those knowledge gaps.

� LMS/HRD Community will use competencies to identify  classes/dev
activities

� Center use data to help determine their training needs & priorities

� Center & Organizational Succession Planning

� Competency Stakeholders
� Competency Stakeholders monitor & set target expertise levels
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Level of Proficiency

An attempt to measure an individual’s depth of expertise in a competency 
by observing how well they apply and communicate their knowledge.

6 standard areas to observe
1. Use of Tools & Best Practices

2. Knowledge & Application of Policies, Standards, & Other Documents

3. Information Collection & Analysis

4. Problem Identification & resolution

5. Professional Development & Communication

6. Process/System Application, Assessment, & Integration

Competency Specific Indicators

The competency owners / professional community may identify 
additional indicators that must be meet under each tier.
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